OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

This Job Aid shows how to:

e Find and open an evaluated and awarded COMMBUY'S Bid
o Create a Master Blanket Purchase Order (Contract) for an awarded Bid in COMMBUYS

Of Special Note:

Once the solicitation process is complete and the bid is awarded to a vendor(s) a MBPO for a new contract needs to be
created in COMMBUYS. This job aid starts at the point where the bid has been awarded and approved. This Job Aid is
only for a one vendor per MBPO, if you have a contract with multiple vendors and require quotes for each execution of the
contract then you need to follow the Create a Multi-Vendor MBPO Job Aid.

Screenshot Directions

1. Launch the COMMBUYS URL.

Browser.
C@M M BUYS Enter your Login ID and password and click
——— OPERATIONAL SERVICES DIVISION —— the Login button on the COMMBUYS

landing page.

COMMBUYS is the only official procurement record system for the Commonweatth of
Massachusetts” Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Jdob Aids for Purchasers

Job Aids for Sellers

If you have any guestions or concerns contact the COMMBUYS Help Desk at
COMMBUY S@state.ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday) at 1-888-527-8283 or 817-720-3197.

I Reqgister
Register here to begin using COMMBUY S.
“endors, please read this disclaimer prior to registering.

E— Complete Registration
Complete registration here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to completing registration.

L] Open Bids

Browse open bid opportunities
I Active Contracts

Browse active Contracts/Blankets.
L] Contract & Bid Search

Search for Bids and active Contracts/Blankets.

S Registered Wendor Search
Search for registered vendors.

Login 10:

Password:

Forgot your password?

@ 2014 Periscope Holdings, Inc.
All Rights Reserved
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot

Basic Purchasing Inquiry

December 17, 201323256 PMEST D@ ul » € T %

Buyer Buyer

Directions

2. If you have multiple roles in COMMBUYS
select the Basic Purchasing role on the upper
right side of the home page. If users have
only one role, no user role tabs display.

News(1) Dashboard Regs(7) WLEVZN PO(0) Approval(t) MyReminders(4) Events(0)
InProgress(2) Readyfor Approval(0) Readyto Send(0) ReadytoOpen(14) Opened(3) EWHMGK)]

Bid # Organization Buyer Description Purchase Method

Q0000127 | Operational Services Division Linda Banks-Grant | test approval Open Market

00000080 | Operational Services Division Linda Banks-Grant | restock fems Blankst

Q0000057 | Operational Services Division Linda Banks-Grant | Dog Food for Shefler Blanket

3. Go to your Control Center to locate the
awarded bid. The bid must have you listed as
the purchaser or you need the appropriate
COMMBUYS privileges.

Click Bids > Approved and a list of available
bids will display.

Note: In this example, there are three bids in
the Control Center. Two bids are ready for
conversion to a Blanket purchase order.

Vendors ~
Reqguisitions

MNew
POs

Receipts

Ready To Opean

In Progress

| Tnwoice ~  F | Ready for Approwval
Quotes Ready to Send

- Sent

O penad

Operational Services

Returned
Operational Services Evaluated

[

Operational Services Bid to PO

Canceled

4. Another way to locate a bid not assigned
to you and is ready for purchasing, select
Documents > Bids > Approved from the
Navigation bar.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

5. Bids assigned to your user id display first.

Bids - Approved

Click View All to view the complete list to

select a bid not assigned to your user id.
Bid # Organization Buyer Description 9 y
00000127 Operational Services Division Linda Banks-Grant test approval CI|Ck on the Bid # bl ue hyperllnk tO open an
00000080 Operational Services Division Linda Banks-Grant restock tems approved B |d .
00000057 Operational Services Division Linda Banks-Grant Dog Food for Shelter

Bids - Approved

.
Bid # Organization Buyer Description Purchase Method NOte' Open Market blds can be Changed to

P [ —— R pe——— pop— p— Master Blankets; however they are typically
00000099 | Operational Services Di System | DOT-ENTTIME-FY13-001 Enterprise Time and Attenedance Solution Planning Open Market used for aone t|me b|d that W|” mOSt I|ke|y
00000082 | Operational Services Division Administrator System | solicitation from solicitaiton enabled blanket test Open Market .
001 | cprtoaiseveesoveon | Ay | Heaet iarana PosramCoranaon o not result in a contract.
00000080 | Operationsl Services Division Linds Banks-Grant | restock tems Blanket
00000057 | Of ti I Di Linda Banks- Dog Foed for Shefter Blanket
00000025 | Operational Services Division Eileen Honen Pet sitting sarvices Blanket
00000007 | Operational Services Di System | Abrasives Open Market

6. The Bid opens to the Summary tab.

Scroll to the bottom of the page and click the
Bid Tab button.

Bid Tabulation for Bid #BD-14-1080-1080C-1080L-00000000212

[T roviions hems st duestons Soboonbocors Fovtog Aaments S Summay Bt 0B

‘Tofal Numder of Samied Cuoies: 9

Quote # Description Vendor 1D Vendor Name Submit Date View Quote
QT-1680-05001-05010-0000000065 Bl for Vengor 2 Lt TOMVengyrg 0R/10201 Q52801 PHE Vit Quots
QT-1688-08D01-D3010-H000000003 B R Vegar 0exT Earter Steel L  Harrs Regar THR20H S0 AN Vigh Quots
QT-168-05081-D3D13-H0000000TY B R Vegar i B&E Engieering 10201 WSZ00AN Vigh Quots
QT-1688-08081-D3018-H0000000ATS B R Vegar nan Eank ot Ameria (5102014 100100 A Vit Quots
QT-1560-0800-0SD13-A00B00NATY B or Vegor B Egcher Comuraikn ORI320H4 10500 AN Vign Quots
QT-1B68-0808-0S013-A00B00NATS B or Vegor 74 Kand M Commlzaions OBOR20H4 100 AN Vign Quots
QT-1650-08001-05010-D0000000TE B for Venwor 0TS E Aes Cizning Senice Q032014 102300 AN Visn Quots
QT-1650-05001-05010-D0000000078 B for Venor Wa00ess J&E Mechankal Cop Q6032014 102500 AW Visn Quots
QT-1650-03001-0 5010000000003 B for Vienwor Jak Young Company, e QRO2Z00 11:5700 AN Vit Quots

Creatz e Quole

(gt © 2014 PercongeHoldge, - A s Resened

7. The Bid Tabulation page displays all the
Quotes received for the selected bid.

Click the Summary tab.

Last Revised: 2014-11-25
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

Total hem Count: * Total Awarded Quote Count: 1 Bid Status: 254 - 5d Appruved Ready forVendor Awanding

8. The Summary tab for the bid opens.
Scroll to the bottom of the page and click
Create PO.

too00es| TKD Inc:
Canceled ltem info/Quote info <Quote: 00000076>
[Late] .
e — -... Note: The Create PO button will only appear
e e e =% if the Bid has been awarded.
:;H\Ir—mﬁul!ﬂl!mmmalll 751;"'
en#2 ProtSemence?l Swss2BA- Approved Dsoosrk: 0%, Laie |
Ouany 0010 UoriR
Ve ::;\EIBMSWWM Sufs 20 - Canceed mi:::
Ouantty 1000 UomiR Lt
Totals: §iendar Gross Toia 551200000
§ Viengor Distount | an
§ Viendor Nt Tokal | 551200000
an
§ Evalusion Total 551200000
§Veador Freight | s
§ Awanded | 551200000
[o=n | = ]
9. The Purchase Order Creation Preview
page displays with the purchase order
creation options, which are already
1 purchase order will be created for the following quote: IeCted .
Quote # Vendor ID Vendor Name p rese - i
Jr— P E——— e Include Narrative Iltems
Purchase order creation optiens; s InCIUde Bld AttaChments
Inoude NarratveHems e Include Bid Tab Attachments
Include Bid Attachments. ° Include B|d NOteS
Include Bid Tab Aftachments
T ¢ Include Quote Subcontractors
el Qucte Subcontraciors ¢ Include Vendor Quote Attachments
Include Vendor Quote Attachments ° Include Forms
Include Forms.
° Click "Continue’ button to create PO or click "Cancel & Exit' button to cancel the PO tion and return to the bid page.

Continue

J|  cancelsExi

Keeping all checked will carry over from the
Bid to the Master Blanket.

Click Continue to create the MBPO.

The following Purchase Order(s) were created:

PO# Vendor ID Vendor Name Total
0000237 00000006 Wiki's Widgets $27.,820.00
0000238 00000028 Office Essentials $32,649.00

10. The page refreshes with the purchase
orders created from the bid, one for each
Vendor awarded.

You can open either PO by click the PO # or
you can click OK to return to the MBPOs at a
later date.

If you click the PO #, skip to step 13.

Note: Purchase Order #s are generated,
different from the Bid #.

Home - Welcome Back Buyer Buyer

News(1) Dashboard Reqs(s) Bids(12)

[Z00] Approval(t) MyReminders()) Events(d)

In Progress(1)

Ready for Approval(0) Ready fo Send(0) Retumed(0) Change Order(0)

‘ H
=

Purchase Order #

‘Organization

Purchase Order Date

Description DeptiLoc

Purchaser

Vendor Name

Total

PO-15-1080-0SD01-OSDEP-
00000001464

Operational Services

082512014

Test Test

0SDO1/0SDEP

Buyer Buyer

Conversion

5000

Division

Vendor

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved

11. Click POs > In Progress from your
Control Center to view the newly created
purchase orders.

Click on the Purchase Order # blue
hyperlink to open the desired Purchase
order.

Last Revised:
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

12. The PO ‘In Progress’ opens to the
General Tab; any and all edits can be made.

All information from the Bid was converted
into the MBPO, however if edits need to
made click through each tab to make the
appropriate changes.

e The Items tab will be the MBPO catalog,
if a detailed and long item list is desired
you will need to reach out to OSD and
the Helpdesk for assistance.

On the General Tab make sure the following

is correct:
Master Blanket Purchase Order PO-15-1080-0SD01-0SDEP-00000001464 Shaus: 371 In Progress £ Short description: a searchable field; your
=) tems Vendor Routing Contol Aftsctments Hofes  Change Orders Reminders  Summary departmental numbering schema here
PO Number: P0-15-1080-05001-0 S0EP-00000001464 Release: 0
- Release Type:
Short Desaiption™ Status: 3P1 - In Progress R .
) o [ o Direct Release: a single vendor blanket
Purchaser: A v . e .. .
e (BB ] eog, U0 7] with specific pricing, select if you would
Fic Yot g0 PoTwe |Blanket v like the order (PO) to be ready to send to
Depstmen® | 03D01 - Operational Senices Division T | Organization: Opetiznal Senices Divison the vendor once the requisition is
Locaior® approved
Seficéation o Standard Release: used for any blanket
Ensbleg: - . . .. .
_ T with or without pricing, select if you would
Type Code: | A Print Farmat: *| PO Internal A | . .
— e like the order (PO) to require an second
G : A\l .
ke L] approval for the PO or you would like to
Eriered Date: 812572014 10:25:55 AV Relesse Type: |M‘ RPA Relesse request quotes from the vendor(s) on the
Allowed: | MBPO
Print Dest Detail: |\rDiﬁerem v ‘ Alternate 10: I:I
CnwlCate [ dpse | If the blanket will serve as a multi-vendor
Retsinage ¥ Disgaurt % contract used for conducting Bids to get
e | | pricing for specific orders, be sure to select
nstructions: Lot . .
ramse | v il Cod 000 SoI|C|tat|o_n:En_abIed and instruct users to
e e create Solicitation Enabled release
Dste Last Updated: 08/25/2014 10:25:55 AM ) Buyer Buyer . mgm . .
Updated requisitions when ordering from this
contract.
Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved. ° Multi-Vendor based blankets require

“Standard Release”

e In some cases, departments may choose
not to check off “Solicitation Enabled” on
a distributor blanket. One example of
such a contract is a true distributor
situation, where all the vendors are
selling the same products at the same
pricing.

Type Code dropdown:

o SW-statewide Contract

e NC-Non-statewide Contract (most
departmental contracts)

Next go to the Control Tab

Last Revised: 2014-11-25 5 Create a Blanket PO for an Awarded Bid
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

13. At the top of the page, select the contract
Begin and End date using the calendar icon if
not already done so on the Bid.

The Cooperative Purchasing Allowed box
should only be checked if multiple
COMMBUYS organizations have access to
view and use this MBPO.

New contracts created in COMMBUYS are
divided into two groups:
o Statewide / Designated Statewide,

General lems Vendor Routng [ Atschments lickes  Change Orders Reminders  Sunmary eligible entities
) ) e Limited User / Departmental
Master Blenket/Cantract Begin Date”: 082712014 E Master BlanketContiact End Date™: 08312016 E Contracts. which will be available for
Cooperative Purchasing Allowed ] use by one (Ie the iSSUing Department)
» » y or more eligible entities (either listed
(Organization Depzriment Dollar Limit Dollars  Minimum Order Amount  Delete . s .
pend 0 specifically in the RFR or defined
ol generally in the RFR and then subject to
1080 - Operational Services Division OS001 - Operational Services Division |000 | 8000 ‘UUU ‘ ] authorization by the issuing Department)
1080 - Operational Sevices Divislon  Add New: 00 2000 00
| L] | | | Contract type
€ Doller Limit set 0 0 ingicetes no It e Statewide — Only check Cooperative
P T W Purchising and Add Al g i
Copyright @ 2014 Periscope Haldings, Inc. - All Rights Reserved, aUthorlzed by OSD or Wlthln the RFR
language

e Limited User Departmental
Contract/Multiple Organizations —
Check Cooperative Purchasing and Add
one or more Organizations authorized to
use the MBPO

e Limited User Departmental
Contract/Single Organization — Do not
check Purchasing; this defaults to your
organization only

14. If cooperative purchasing is checked click
the eyeglass icon to select Organization (you
can only select one organization at a time).
Check the radio box and click Select at the

Select Organizaton ID Organization Name bottom of the page.

ALL ORG Organization Umbrella Master Contrel

s ————— Once selected the department will populate.
Select the specific department.

1001 Aftorney General's Office

1002 Department of Agricultural R If cooperative purchasing is left unchecked,

o Executive ol Admirisiration and Fiomece select the department(s) within your

p— P —— organization who will need to view and utilize
this MBPO.

Go to the Summary tab.

Last Revised: 2014-11-25 6 Create a Blanket PO for an Awarded Bid



OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

Master Blanket Purchase Order PO-15-1080-0SD01-0SDEP-00000001454 st P progs 15. The purchase order opens to the
e o [ Summary tab and is currently in an ‘In
w 'PO-15-1080-GSC01-0SDER-00000001454 Relezse Number: [l Short Description: TeatTest P rOg ress, Statu S.
Status: 3P1- nProgress. Purchaser. Buyer Bujer Receipt Method: Qeantty
Fiscal Year: 215 PO Type: Bz Minor Status: .
_ Scroll to the bottom of the page and click the
Department: ‘OSDO1 - perational Sendoss Dision Location: (OSDEP - Congress St Type Code: .
Alternate ID: Entered Date: 02514 102555410 Control Code: Su bm |t for Approval butto n.
Days ARO: 0 Retainage %: a0tk Discount %: 00
Frint Dest Detail #Diferent
Catalog ID: Release Type: Direct Release . RPA Release ol Allowed Peard Enabled: N
Contact Instructions: Tax Rate: Actual Cost: 00
Invoice Method: Three'Way Maich
Print Format: PO imemal
Solicitation Enabled: No
L
Agency Files:
Agency Forms:
Vendor Files:
Vendor Forms:

Primary Vendor Information &PO Terms

Vendor: 243355 - Conversion Vendor Payment Terms:

$hipping Wethod:
‘Comersion Comversion
1 Congress Seat
Bosn, VA I i
s Shipping Terms: Freight Terms:
PhOnE- 9999999999
T

Master Blanket/Contract Vendor Distributor List

Vendor 1D [ Mtermatven | VendorName Preferred Delivery Method [ Vendor Distributor Status
s ‘ |mwsmvamr Fapar Copy e |

Master Blanket/Contract Controls

Master BlanketiContract Begin Date: oA Master Blanket/Contract End Date: o120
Cooperative Purchasing Allowed: o
Organization ‘ Depariment Dollar Limit Dollars Spent to Date Minimum Order Amount
| 50 50 50

Item Information

Print Sequence # 1.0, Item # 1: Testir gooss 20 senaces

- mPmgress
UNSPSCOME BN
Phanting eeincom senoes

mecopveny | o | umow | wow | oswes | Tom Dot A e ) Tom Cost
my | m‘ mm‘n-m ‘ nm‘ 00 | sam 5000
vansacarar s veoet
e Froagng.
=

oAl

16. A popup message displays.

| Message from webpage

Click OK to submit the purchase order for

) approval.
@ Are you sure you want to submit this purchase order for

approval?

17. Once the PO has been approved, it is
ready to be sent to the vendor(s).

News(1) Dashboard Reqs(2l) Bids(30) WN{{M Approval) My Reminders(11) Events(t) Go to PO > Ready to Send in your Control
In Progress(6)  Ready for Approval(0) REEEARZ(IN Retumed(l] Change(Order{f)  center to send to vendors.

Click the blue hyperlink purchase order # to
open the PO.

Last Revised: 2014-11-25 7 Create a Blanket PO for an Awarded Bid
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) for an Awarded Bid: Single Vendor

Screenshot Directions

18. The purchase order opens with a status
of Ready to Send. Scroll to the bottom of the

page.

Select one of the two options:
¢ Send Email and Notify Vendor: sends
vendor's COMMBUYS contact an email
about the PO and the PO can be found in
© Send Email and Notify Vendor © Set to Printed Status COMMBUYS
e Set to Printed Status: no email is sent
but the Vendor will be able to find and
CancelPO_ )| ConePO || B open the PO in COMMBUYS

Vendor Notification Actions

Option(s)

Click the Save & Continue button to put the
MBPO in a ‘Sent’ status.

19. Confirm the email recipients and click the
OK button.

Vendor Notification Result

Subject: Purchase Order Notification - office supplies

Email Recipients

Delivery Date: 01/29/2014 02:20:15 PM

Vendor ID Vendor Name

00000006 Wiki's Widgets Alyssa Amold (inda.banks-grant@accenture.com)
53

20. The Purchase order reopens to the
Summary page with a Sent status. This
means the MBPO has been sent to the
vendor and the items/services on it can be
found and ordered using a release
requisition.

To view the PO, go to the Document
Dropdown > PO > Sent

Status: 3PS - Sent 5

Alternatively, use the Advanced Search
function (the magnifying glass) select
Contract/Blankets document type, then enter
the COMMBUYS PO number in the PO
number field, or use any of the other open
fields.
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